Training Cheat sheet
May 2020 edition

CONFIDENTIALITY / DATA INTEGRITY POLICY

Security Agreement
Cannot load the Rich Text Edit Control because the specific file cannot be found. pbtctext] 90.dll : Builtin Rich Edit
Control
+ Enter Social Securty Mumber: l_ _’_ _,_
¥ Re-enter Social Security Mumber: - -
Y ,_ ’_ ,_ Frint | Help | | Agree | | Do Mot Agree

AWS UAT

Security Agreement

K

MASSACHUSETTS ONE STOP EMPLOYMENT SYSTEM (MO SES)
DATA INTEGRITY AND CONFIDENTIALITY AGREEMENT

I, Moses , atthe Southbridge Career Center, as an employee of the Executive Office of Labor and Workforce Dev
(EOLWD), or user of EOLWD resources. | hereby acknowledge that as part of my official duties | may acquire or have ¢
confidential information including but not limited to unemployment insurance information (including wage records), medi
information (including information regarding workplace injuries and treatment), employment service information, federal
information (FTI1), and personal data (the “Information™).

The data maintained in the MOSES system is protected by the confidentiality laws of the Commonwealth of Massachus «

< >

+ Enter Social Security Murmber: ’_ = ’_ 8
+ Re-enter Social Security Mumber: ’_ _’_ i . | . | ’I;ﬁgﬁl r———

Must Agree or it will close their account. In Production MUST print out and manager keep on file.




PASSWORD

rEH Change 5taff Password @

1. Pazswords muzt be 8 to 10 characters in length
2. Paszwords must contain characters from at least three of the following four
cateqaories:
Englizh uppercaze Characters (b - £]
Englizh lowercase Characters [a - 2]
Base 10 digitz [0 - 9]
Mon-alphanumernic [for example: |, §, #, or %]
3. 0ld passwords may not be re-uzed
4. 'ou will be prompted to change vour password every 90 days

Pazzword

Staff 10: [FATHETSERITINNNNE ~ |

New Password: |

Confirm Mew Pazsword: |

Cancel

You can either let them pick their own password OR just assign them one.

| always assign a password. Like: Abcd124



Job Seeker Search Criteria:

Job Seeker Id: 11368385
(Bonnie Haven from Amherst)

Last Name: Mom

Social Security Number: 896-70-4546
(Bud Light from Brewster)

Claimant Number: 1959664
(Lin Manuel Miranda from Hamilton)



MOM

Search (Last Name)

(al Job Seeker Search E @
Type of Search
Search By To enter a news Job Seeker click the Add button. Search for an existing Job
 Job Sesker (0 Seeker by selecting a seach method, entering the search criteria. and then

clicking the Search button.

(" Last Mame -
" Social Security Number Search Ciiteria: [ram Search
-~
BlamantD Advanced Search...

Search Results

SSNHE First Mame Last Name Date of Bith  Job Secker ID Addiess Claimant ID ~
[ #4471 4 | MINGFENG 3 e po
3721 |Taimur MO 01/06/1934  [12847943 B Swifts Beach rd Uit #3 W 10556107 F $
Hite-#4-6926 |Brieanne MO AN 02/20/1954 12542978 |44 Warren St, Arlington 10511954 Q
#4213 Heanellys MO MAN 10141970 12861073 313 Loop Rd, Savoy 10817552 B $ 10
H-#8-3126 [Dawin MOMANEY 03/20/1958  |[12397814  [14 N Chatsworth Ave Apt 5. [10236389 ] 10
Hi-8-7491 KRZYSZTOF  [MOMANEY 07/04/1958 [10937296 |53 Penn St Leominster 1220353 @l ®oq
i H-4-7977 |SIRINA MO MANE" 10/24/19456 12038298 |11 Marton St, Somervile m
HHH-#8-7377 Fatara MO MANEY 01/29/1968 12751750 |255 Columbus ave &pt 1, Pits|10698227 10
HiH-#0-2622 Headdy MOMBELEUR  |11/07/1952 11441773 |67 COLEORME ROAD APT 6 —|
Hi#-iH-4064 Waclnne MOMBELEUR  |02/18/1986  |10330220  [150 Summit St, Manchester 2014366 P =)
Hite-ti-4674 NECKIS MOMBELEUR  |05/23/1934 [12235848  |273 Farrington St., Quincy m i
HHH-#4-2306 |Sevostyan MOMBELEUR  |04/02/1982 [12676681  |2349 42nd St, Sacramento  |10593064 G}

Row 1 of 50
owle More &
Eligibility | tatch Criteria ‘ Edit | Add | Delete ‘ Close |

kMare

point out MORE button. Data Displays in batches of 50.

(3| Job Seeker Search EI

Type of Search

Search By To enter a new Job Seeker click the Add button. Search for an existing Job
 Job Seaker 1D Seeker by zelecting a search method, entering the search criteria, and then
BRI clicking the Search button.

f+ Last Mame L
" Social 5 ecurity Murmber search Critenia [mam Search
‘ Clement1D Advanced Search

(=S

Search Results

SSMH First Mame Last Mame Date of Bith  Job Seeker D Address Claimant [0 ~
[ Hom 3/02/1939 [12192648 [127 WASHINGTOM STAPT] |

HEHHE-1173 Jann kdom 4;"05;’1 993 |13027048 |67 Russett Hill Rd, Haverhil  |11133461 E
HEH-H#H-2179 |Bethany = 031441987 11814837 1433 MASSACHUSETTS AVE F
HEH-HH-6304 |Beverly om 09/10/1943 11808560  |PO BOX 165, BRYAMNTYILLE =2E
992-87-7678 |Brad om 10/20/1967 10925547 |11 School 5t, South Easton [1554719 F DH
HHH-#4-0275 |Chad kdom 08/07/1982 12089164 |15 SwWEEMEY LM, PLYMOUT E =
HEH-HH-5846 |Alanys MOM 09/17/2000 12653089 15 Keyes Drive &pt. 4, Peabo
HEH-HE-5108 |Annibel MOM 01/30/1344 12605331 |30 'wwola Dr Apt 1, Worcester|10532355 =l .
HiEH-H#H-8734 |Chistine kAR 02/04/1952 [12045366 50 RESERVOIR &VE, REVEF .-E
HEH-#H-0337 |Cravifor (In] 2] 024271986 11761334 |13 Memimac Street, Amesburp 574843
HEH-HH-5506 |dsMDREY MOM 02/28/1958 [12476893  [143 Tedesco St. Marblehead 10333238 B F . a-:
HEE-H#H-9920 [KANYAPHOM MO 05/26/1390 [11524709  |E1 Roling Green, Amherst 10440187 =1 a-:

o teri [ -
Eligibility ‘ ‘ | ‘ Trade ‘ Edit | Add | Delete ‘ Cloze ‘

Point out “Alice” and “Brad” fake socials (900 #)




Advanced Search

ra{ Job Seeker Advanced Search *
Personal
Last Narme: | T white [ Afican Amercan, Mon Hispanic
First Manne: [ [ Hispanic or Lating [ Amenican (ndian or Alazkan Mative
Drate of Birth: a0400,/0000 [ Asian [~ Hawaiian Mative or Other Pacific |slander
Sex: [ | [ Other [ Information Mot Available
Search based on Soundex?  Ye: (¢ No
General
workforce Board: [ *| Carcer Center | ]
ity T v [ | StaffID: | ]

Zip Code: - E ducation: | ]

Detailed Search Criteria

Primary Language: | | [ Weterans [~ UI Claimants [ Dislocated Woarker
Disability: | | [ Enterprise Zone [ Affirmative Action [ Career Center Specific
Previous Employer: | [ Empowerment Zone [ Fenewal Community Programs
Alerts | | Active or Inactive [ =l

Phone [Home/Qther): | - - Enolled in State Program: | |

Mo Service in the |ast Days Had a service within Days Age Between: and

ak | Cancel

Advanced Search — Career Center Programs

T
ra'l Job Seeker Advanced Search

Personal

Last Mame: | [ wihite [ African Amercan, Mon Hispanic

First Mame: [ [ HispanicaorLatne [ American Indian or Alaskan Mative

Date of Birth: 00000000 [ Asian [ Hawaiian Mative or Dther Pacific 1slander
Sex: | w| [ Other [ Information Mat &vailable

Search based on Soundex? ez * Mo

General

whorkforce Boand: [ _»| Career Center | Southbridge Career Center |
Ciby/T onarn; | | StaffID: | |

Zip Code: - Education; | |

Detailed Search Criteria

Primary Languags: | ] [ Veterans [ Ul Claimarits [ Dislocated wiorker
Drizability: | »| [ EnterpriseZone [ Affimative Action [ Career Center Specific
Previous Emplover, | | Empowerment Zone [ Renewal Community Programs
Alerts | >|  Active or Inactive [ =

Phone [Home/Other]: | - - Ericlled in Carssr Center -
S pecific Programs Dizability Program ~

Howzing Grant Participart
Mo Service in the lagt Draps Had a zervice within Daps AHurricane Grant
On the Job Training Pragram

Operation Older Person
Returming Citizens Program ancel
Surmmer vYouth Program =

=

NOTE: Southbridge Career Center office and Career Center Specific Programs



Work History

Red Sox, the old standby (in case you do not use local employer).

(&l Job Seeker Membership (Werk, Ivana)
Werk, Ivana SSN: XXX-XX-0012 ID: 12877193

Basicl FuIII Education Work History |Evants| Aleltsl Career PIan/‘r‘outhISSI Selwcasl Special Programs

~ Emplk History 1
Compary Hame (é| Work History Details
“Wark History Detail | Additional Benefits |
—Company
» Name: | » City: | ¥ State: [Massachusetts ]| ‘
EmployerD: | Y Employer Search X

Job Description
¥ Occupational Codd| T¥Pe of Search
» Job Tite: SearchBy —— Search fn_l an existing emp!n_l,ler by selecting a search method. entering the
search ciiteria, and then clicking the Search button,

rPost Service B o ho o @ Company Mame

Employer Name Main Dut " Employer I .
i Lulies: " Phone Number Search Criteria [Red sox

 FEIN

¥ Display to Employs

Reason For Leavim
— Additional Infe | Search Results
MAICS Code: [ |

NAICS Sector, || Company Name Employer ID Phone Address FEIN Mo
Number

NAICS Subsscto
MNAICS Ind Groug

Trade MAICS Industry:

T NAICS US Indus!

|Ready

Use 24 Yawkey Way location. Mention reason for “duplicates” and what JQ is.

Q| Employer Search X

— Type of Search

Search By Search for an existing employer by selecting a search method, entering the
search criteria, and then clicking the Search button.

@ Compary Name

" Employer 1D o
™ Phane Nurber Search Criteria: |Hed 204 Search |

" FEIN

—Search Results
Company M ame Employer ID Phone Address FEIN Mo.

Mumnber

[999)999-9939 |Mot Listed,
|JBOSTON RED SOX BASEBALL CLUB  [1185013  [[307)223-3085 |4 Vawkey Way, |Boston ﬁﬂ-ﬂﬂﬂ2895 hln]
|Boston Red Sox Basebal Club [1147316  [[307)237-6115 |24 Yawkey way, |Bostan [T 210
|Boston Red Sox Basebal Cub LTD PRS  [1347430  [[307)223-3555 [Ferway Park, |Bostan [ HaH2695 hli]
|Heme Base Program [1205756  [[307)721-8252 [101 Memima Strest, [Baston Ii-iﬂ-ﬂﬁﬂSSSS
|The Boston Red Sox 292712 [[307)223-3555 |4 awkey wiay, [Baston Ii-iﬂ-ﬂﬁtQBSS Jq

Row 1 of 7 Mare |
Select | Close




Events

"a Job Seeker Scheduled Events
Event Schedule
Event MHame Location Career Center Schedule  Schedule Participants!
Date Time Openings
u iding the Black Hole Hipmuck: [ om Southbridge Career Centd O
Y Weterams Training Info Meeting  [Mipmuck Classroom  [Southbridge Caresr Cente|08/03/2020 (0200 PM (025 =3 @]
[Career Center Seminar |George T Angell Confer[Southbridge Career Cente|08/04/2020 [03:00 AM [0/25
[The Resume & Cover Letter |George T Angell Confer [Southbridge Career Cente [08/04/2020 [02:00 PM [0/25
[CR101 CareerR eadinesswiorkshe [imerican Optical Comp [Southbridge Career Cente [08/05/2020 [09:00 &M [0/25

[Dress for Success [Guinebaug River Classt[Southbridge Career Cente|08/06/2020 [09:00 AM [0/25
[&ce the Interview |Suinebaug River Classr|[Southbridge Career Cente [08/06/2020 [01:00 PM [0/25
[Career Center Seminar [Mipmuck Clazzroom  [Southbridge Career Cente|08/07/2020 [07-30 AM [0/25
|Labar Market Research l&merican Optical Comp [Southbridge Career Cente|08/07/2020 [03:00 AM [0/25 Pl
[Foo Shows, Inc. |George T Angell Confer [Southbridge Career Cente [08/07/2020 [01:00 PM [0/25
Row 1 of 10
Participants Edit Add Event Schedules Deleta Close
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Search Criteria

Job Seeker/Emplover:

* Job Sesker ¢ Employer
Career Center:

| Southbridge Career Cente_w |
Events:

I =]

Selected Date |

Show Selected 'Week |

Show Selected Manth |

Review Icons, and Search Criteria.




Job Search

You will need to do a search for Jobs and see what is in the database from the most recent Build (April
27, 2020)

Or if you know job classifications that your career center is posting



